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Registering for a CityView Portal Account – EXISTING CONTRACTOR 

BEFORE YOU BEGIN … 

 Make sure you use the email address associated with your contractor’s license to register.  

 If you do not have the email associated with your contractor’s license, you will need your Licensee 
Number (Contractor Number) that begins with LCC…. 

 There can only be one login for your business. If you have several employees who will need to access the 
portal on behalf of your business they will need to use the company login you create. 

 If you are a contractor not previously licensed with the City of Thornton, do not proceed. Please follow 
the instructions for registering as a New Contractor. Those instructions are available under Portal Help. 

 

1. Open a web browser and in the navigation bar enter: https://cityviewportal.cityofthornton.net/  

 

2. Select Register 

 
 

3. Step 1: Create Account 

A. Enter your Email Address 

i. Make sure to use the company email address associated with your contractor’s license. 

B. Create a Password, then retype that password under Confirm Password (minimum 8 characters) 

C. Select Next Step: Contact Information 

  

https://cityviewportal.cityofthornton.net/
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IF THE EMAIL PROVIDED MATCHES THE EMAIL ON YOUR CONTRACTOR’S LICENSE FOLLOW THE 

INSTRUCTIONS BELOW. IF NOT SKIP TO PAGE 3. 

4. Step 2: Contact Information 

I. If the email provided matches the email associated with your contractor’s license, you will see the following 

screen. 

A. Click on the  Register as this Licensee  button. 

 
 

5. Link your account to your Contractor License 

A. A screen will appear asking if you want to link your portal account to your contractor license. Click OK. 

 

 
 

6. Step 3: REGISTRATION IS COMPLETE!  

The following message will appear on the screen if the registration is successful. 

 
 

You will now receive a confirmation email to the email address associated with your contractor’s license. The email 

will contain a hyperlink to activate your account. Click on the hyperlink and enter your login email and password to 

activate your account. Make sure to check your spam or junk email folder if you do not receive the email.  

**Please note that the email address used to register is also your login ID** 

DO NOT 

REGISTER AS A 

NEW CONTACT. 

DO NOT CLICK 

THIS BUTTON. 
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IF THE EMAIL PROVIDED DOES NOT MATCH THE EMAIL ON YOUR CONTRACTOR’S LICENSE 

 

4. Step 2: Contact Information 

II. If the email provided does not match the email associated with your contractor’s license you will see the following 

screen. 

A. Select YES when the question “Are you trying to register as a contractor?” appears. 

B. Enter your Licensee # (Contractor Number). This number starts with LCC… 

C. Select the Search button. 

D. Your business information should appear on the screen. Click on it to select it. 

i. Note: If your business has not been licensed with the City of Thornton and is not in our system, you will 

need to follow the instructions to register as a New Contractor. 

 

 

5. Link your account to your Contractor License 

D. A screen will appear asking if you want to link your portal account to your contractor license. Click OK. 

 

 
 

 

  



 

Page 4 of 4 
Last updated 4/09/18 

City of Thornton 
Building Inspection Division 
 

6. Step 3: REGISTRATION IS COMPLETE!  

The following message will appear on the screen if the registration is successful. 

 
 

You will now receive a confirmation email to the email address associated with your contractor’s license. The email 

will contain a hyperlink to activate your account. Click on the hyperlink and enter your login email and password to 

activate your account. Make sure to check your spam or junk email folder if you do not receive the email.  

**Please note that the email address used to register is also your login ID** 
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